Bo/A P&egigi‘ry

Approved‘r Release 2004/05/12 : CIA-RDP83-0&56RQ01 000060011-9 *?
. : N l,
77-7608 |

19 November 1979

P00 REGISTRY

FILE:_2ozin.,,

MEMORANDUM FOR: Training Officer, Office of Communications
Training Officer, Office of Data Processing
Training Officer, Office of Finance
Training Officer, Office of Logistics
Training Officer, Office of Medical Services
Training Officer, Office of Personnel
Training Officer, Office of Security
Training Officer, Office of Training
Training Officer, Information Services Staff

STAT FROM

Seénior Iraining Officer, DDA

SUBJECT : Procedures for Withdrawal from OTR
Language Classes :

1. The Language Development Committee (LDC) at its
29 October 1979 meeting unanimously approved the policy
of requiring all full- and part-time students to obtain
written notification from an appropriate official to
withdraw from OTR-conducted language classes.

2. Each Directorate has been requested to develop
procedures to implement this policy. Therefore, effective
this date, the Directorate of Administration will require a
memorandum to the Director of Training originated by the with-
drawing student, approved by the Office Head, and forwarded
to the D/TR after review by the DDA Senior Training Officer.

3. It is believed these procedures will have a beneficial
effect in controlling arbitrary drop-outs and enable OTR to
make more effective use of its resources in support of the
Agency's language training requirements.

4. Please ensure that all employees are notified of
the LDC requirement and the DDA procedures to implement
this policy.
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